


Border Standards

A 3" X 3" area must be reserved at the top right corner of ALL drawings for the DOB
APPROVAL STAMPS. Please leave the top right corner completely blank on all drawings (with
exception of the border). This is applicable to all sheet sizes.

Graphic Scale

e Each sheet must have a typical graphic Graphic Scale

scale as shown in the image to the right. 10 0 5 10 20
e When more than one scale is used on a E!{_‘
sheet, an independent graphic scale must
(IN FEET)

accompany the applicable detail.
e All plans must be drawn to scale.

1Inch = 10 feet

Drawing Format

The DOB requires that Applicants provide their drawing files in the DWEF file format. AutoCAD
users may create DWFs using the DWF6 ePlot.pc3 Plot Settings Configuration file. Users of
other design software may use the free Autodesk DWF Writer available from
www.autodesk.com.

NOTE: Any drawing files that are submitted in alternative formats (e.g., DWGs, etc.) will be
returned to the customer. The review process cannot begin until the drawing files are submitted
in the requested (DWF) format.

All drawing files must meet the following standards:

e Single sheet per file.

¢ File name = Sheet Number_Sheet Name_DOB Project Number or Application Number
0 Example: A1 1 First Floor Plan_ DXXXXX-XX/100XXXXX.dwf

¢ Include “REFERENCE" in the file name if the drawing is not for permit.
0 Example: A1_5th Floor Plan REFERENCE DXXXXX-XX.dwf

e Files must be monochrome with white background (print-ready).

e File names MUST NOT EXCEED 70 characters in length.

¢ Units and scale must be properly set (and included on every drawing sheet).

o Professional of record electronic stamp must be on every drawing (if not for reference).

e DO NOT submit rendering for code review.

E-Plan User Guide
= Department of Buildings
T 7 May 30, 2012


http://www.autodesk.com/

Permit Application Files

The “Naming Conventions” table below describes DOB file naming procedures for both permit
application documents and drawings. The Permit document formats should be PDF files with
names that correspond to the application document itself. For example, if there is a MOPD
application, it should be completed with the applicable information, scanned into a PDF file that
references the MOPD application.

e Building Permit Application (DXXXXX-XX or 200XXXXX).pdf
o Commercial Compliance Form (DXXXXX-XX or 200XXXXX).pdf
e MOPD Project Data form (DXXXXX-XX or L00OXXXXX).pdf

Folder Structure

Developer Services Folder Structure Standard Plan Folder Structure

D12132-01 410 E. GRAND 100435365 2816 N. Kimball DaVita Medi

Main Contact:

= Main Contact: Scott Allman
Expand cument | Collapse | u

Expand cument | Collapse | Jﬂ

- D12132-01 410 E. GRAND
H-C3 Green Review . . .
ﬁﬁim EEA =~ 100435365 2816 N. Kimball DaVita Medical Office
[+ dan meview glds q
&-C3 Current Applications B-[Zr Drawing Submittals

=& Drawing Submittal - Architectural (28 Files - 0 New)

- 0-Test DWFs

-3 1-Reference Drawings

-3 2-Part Il Drawings

- Civil (19 Files - 0 New)
- Electrical (3 Files- 0 New)

.53 3-0UC Drawings -3 Fire Prevention
-3 4-Cover Sheet - Food Senvice

-l A-Architectural

b ol - Geotech (1 Files -0 New)

&0 C-Civil -l Landscape {3 Files -0 New)
..[C3 E-Elecirical -3 Mechanical

-3 F-Fire Prevention

-l L-Landscape
-3 M-Mechanical

-l Plumbing {2 Files - 0 New)
- Structural (8 Files - 0 New)

&-C3 P-Plumbing - SUMNVEYS {1 Files - 0 New)
-3 Q-Equipment -3 Document Submittals

-3 S-Structural .
s - Supplemental Plan Reviewer Documents

-l S-Sunveys
..£3 T-Telecommunication -l Cerified Correction Documents

-3l Z-Contrator Shop Drawings - Approved Drawings and Documents
-3 Plan Reviewer Documents

-3 Approved Drawings and Documents
-l Released Drawings and Documents

- Released Drawings and Documents
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Green Review folder (Green Permit Program Participants ONLY) - Preliminary Green Permit
Program review files shall be uploaded to the Green Review Folder for initial review of eligibility
requirements.

Plan Review Bid folder (Developer Service Projects ONLY) — Preliminary drawings (75%
complete) shall be uploaded to this folder for BID purposes only. Drawings uploaded to this
folder WILL NOT be reviewed for permit plan review.

Drawings Submittal folder - All drawing files (dwf) for permit plan review shall be uploaded to the
Drawing Submittal folder within the applicable sub-folder (i.e. 1-Reference - reference drawings,
A-Architectural - architectural drawing sheets, S-Structural - structural drawing sheets, etc.) for
each project.

All permit application PDF forms and documents (any non-drawing PDF files, i.e. building permit
applications, electrical permit applications, MOPD forms, etc.) must be uploaded into the
Document Submittals folder within the applicable subfolders for each project.

Plan Reviewer Documents - This folder is utilized for additional comments issued by the plan
reviewers.

Certified Correction Documents (Eligible Projects Only) — Certified Correction documents
addressing comments issued by the plan examiners shall be uploaded to the Certified
Correction Documents folder.

Approved Drawings and Documents folder contains the City of Chicago Department of Buildings
stamped and approved permit drawings and approved permit forms and applications.

Upload Verification D10344-03 5235 S HARPER CT- GRN SPR

Main Contact:
Folder: D10344-03 5235 5 HARPER CT - GRN

Once files are uploaded to the folder(s), the folder list IS serirawing Subm e icniedal 112 Fie-o e

replaced by thumbnail images of each file contained in the  [uviewrouers||upioadries | Oem
folder. Under each thumbnail, the file name, author, date and CumentSer: - Select- -
any relevant file icons display. = S BREIE X &P

A0 0 Title Sheet D10244-02 dwf -
5/8/2012 11:05:29 AM, 2.5 MB
JAMES PLUNKARD

& S adx

A1 DaB Plan 010344-02 dwf
£/8/2012 11:05:30 AM, 325 KB

Congratulations you have successfully completed part
one of E-Plan drawing and application submittal.

JAMES PLUNKARD

& S adx

A1 0b Basement Plan D10344-02 dwf
Ei8/2012 11:05:20 AM, 218 KB
JAMES PLUNKARD

S adx

s s s o Developer Services Project Applicants will receive

e e Sy e T an Upload Confirmation Task. Select the “Upload

Trmmmem—— =1 Confirmation” hyperlink. A new window E-form (as

S = ... seen on the left) will open. You must “Complete”

e m _Fmen e e o= . (he assigned task to formally submit your
e e e e gpplications and drawings.
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4. Prescreen Review

Prescreen Review is a cursory review of your uploaded documents in preparation for formal
review. This may be performed by the Project Manager or Project Administrator. The Project
Manager or Project Administrator will begin the formal review stage of the permit application
process after confirming the submittal documents have met DOB standards. Failure to meet
DOB submittal requirements will result in a denial of your application. Upon denial, you will
receive a “Correction Complete” Task invitation email. Accept the Task and address all
comments issued regarding incomplete documentation. After you have addressed the
comments you must “Complete” the Task for resubmittal to DOB. Formal plan reviews will NOT
begin until a complete submittal is verified by the Project Manager or Project Administrator.

5. Security Timeout

Due to security concerns, you will be automatically logged out of the system after 90 minutes of
inactivity. To resume your work in E-Plan, click any button on the screen and your ProjectDox®
login page will automatically load.

6. Drawing Resubmittal

If corrections are requested for your drawings, follow the steps below:

You will receive an e-mail notification from the Project Administrator or Project Manager
requesting corrected/revised documents.

Click the task link “Applicant Resubmit” in the e-mail to access the corrections requested
information (see illustration).

(N

Cilty of Grilselg)o

Review Correction Request Task Assignment

Your plan review submission for Project: D12014-02 16-22 W. 37TH ST - BLDG M, 4-10 W. 37TH 5T. BLDG N has been reviewed and corrections have been
requested. You may review correction comments and requirements by accessing the ProjectDox site

When corrected plans and/or documents are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-submittal.

Please be advised when re-submitting plans and/or documents:

= All corrections must be uploaded using the same file names as the original submittal
« Once corrections have been uploaded for review, no additional submissions will be accepted unless requested
= Please make corrections within 180 days of this notice to prevent your application from expiring.

Project: D12014-02 16-22 W. 37TH ST - BLDG M, 4-10 W. 37TH ST.BLDG N
Description:  Park Boulevard Phase lIB: Bldgs. M & N- Low Rise 12 Units

Task ApplicantResubmit

Assigned by:  Aprella Johnson

Project Access | Login to ProjectDox

If you do not have access to the specified folder, please contact the Project Administrator.

Please do not reply to this email.
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Your Corrections Package will consist of the following:

e Applicant Resubmit E-form
e Changemark(s) with markup(s) on the plan drawing file
e Corrections Report, which is a summary of all markups and requested corrections

Log in to E-Plan. The “Permit Resubmit Request” e-form will open. You may accept the task,
save and close, but do not complete the task until all revised drawings and documents have
been uploaded.

The e-form has four sections that provide you with correction package information:

1. Review Information

2. Changemarks (markups issued by the reviewers, select blue hyperlink to access
changemarks/markups)

3. Department Review (status and notes)

4. Task Instructions

Developer

Services

Review Information Project Information Checklist Ttems (0] Routing Slip

Project Administrator T Aprella Johnson ( aprellajohnson@cityofchicago.org )
Review Cycle 1

I
Workflow/Activity Name Start_DS_PlanReview_Workflow / ApplicantResubmit

@ Activity Instructions Please review all sections of the eForm and drawing markups and resubmit the required -
information prior to completion of task.

Current User Logon Aprella Johnson ( aprellajohnson@cityofchicago.org)
Certified Correction Mo
| ]
|
Filter by Department \_‘5

Refresh Changemarks

A211 Unit 07 &

1 Aschitectural 08 Floor Flans  pscar AGPI454 clarify extent of demo and new Mo
D12075-04.DWF
A212 Unit 08

1 Architectursl Floor Plans oscar Agpi454 see previous note from fir below typ. Mo
D12075-04.DWF
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